Subject  Index  to  Volume  41,  September  1960-June  1961 


ADMINISTRATION 

How  Detroit  Schools  Handle  Typewriter  Repairs, 

Mr  14 

Let's  Go  After  the  Equipment  We  Need,  Mr  10 
BULLETIN  BOARDS  (tee  alto:  Teachii^  Aids) 
Bulletin  Boards  for  Secretarial  Training  Classes, 

N  30,  Ap  2B 

BOOKKEEPING  (tee  alto:  TeacbiM  AMt) 

How  Do  You  Stand  Finaocially,  D  2B 

How  to  Grade  Practice  Sets,  O  27 

How  to  Introduce  Arithmetic  in  Bookkeeping, 

O  32 

How  to  Teach  Deferred  ar>d  Accrued  Items,  D  25 

How  to  Teach  Depreciation,  N  2S 

How  to  Teach  the  Profit  and  Loss  Statement, 

Ja  IB 

How  to  Teach  Sales  Returns  and  Discounts,  S  32 
Let's  TEACH  Income  Tax,  F  16 
Simplify  Bookkeeping  for  Your  Slower 
Learners,  F  12 

Teaching  the  Fundamental  Elements  of  Book¬ 
keeping  (a  series  appearing  in  S,  0,  N,  D,  Ja) 
To  Help  Yow  Bookkeeping  Students-^Jse  Basic 
Concepts,  Ju  16 

BUSINESS  ARITHMETIC  (tee  ahe:  Teachiag  Aids) 

A  Teaching  Machine  Program  in  Busirress  Math, 
My  16 

BUSINESS  EDUCATION  ((Seneral  and  Cemcelum) 
(see  also:  Peblic  Relatieas;  Teachers  and 
Teaching) 

Boosting  Business  Courses,  My  13 

Business  Education  Problems  in  a  New  Decade, 

S  21 

The  Future  of  Business  Education  Depends  on  You, 

Ja  13 

How  Can  we  Stimulate  Bright  Students  to  Take 
Our  Courses,  N  20 

Is  Business  Education  Vocational  Education,  Ap  19 
Puttir^  Democracy  to  Work  in  Business  Educ- 
cation,  O  30 

We  Must  Increase  Proficiency  on  Calculating 
Machirres,  D  12 

You  Can  Solve  Persistent  Problems  with  a  Business 
Exploratory  Course,  My  24 
BUSINESS  ENGLISH  (see  abo:  Teaching  Aids) 
i>-v3lop  (Sood  Spellers  with  This  Transcription 
Plan,  My  22 

Teach  Spellirtg  at  the  Typewriter,  My  22 
This  Business  of  Teaching  English,  Ja  29 
BUSINESS  LAW  (see  also:  Teaching  Aids) 

Anatomy  of  a  Mock  Trial,  D  30 
CLASSROOM  FACILITIES 

Modem  Planning  at  Del  Mar  College,  S  22 
Modem  Planning  in  a  Long  Island  High  School, 
Ja22 

95  Students  Learn  Typing  in  One  Room,  S  19 
Problem  Clinic  (Multiple  Class)  Suggested  Solu¬ 
tions,  O  5,  N  7 

Teaching  Typing  and  Shortharrd  in  the  Same  Room 
at  the  Sarw  Time,  Ja  14 
We  Set  Up  a  Dictation  Lab  for  $200,  N  IB 
We  Taught  Beginning  Typewriting  to  a  Class 
of  125,  F  10 

COLLEGE  (sec  also:  Graduate  Business  Education; 
Guidance) 

Don't  Overlook  tfie  Business  College,  0  16 
Is  College  Teaci'ing  for  You,  F  7 
COMMUNITY  RELATIONS 
Boosting  Business  Courses,  My  13 
Putting  Democracy  in  Business  Education,  O  30 
Sell  Your  Department  Through  Demonstrations 
and  Skits,  N  15 

Sell  Your  Department  Through  Your  Personal 
Example,  N  17 

We  Set  Up  an  Economical  Typing  Class  for 
Adults,  Ju  15 
COMMUNITY  RESOURCES 
We  Utilized  Our  Communit/s  Business  Resources 

S  29 

CONSUMER  ECONOMICS  (see  abe:  Teaching  Aids) 
Students  Can  Make  Themselves  Intelligent  Con- 
S'jmers,  5  31 


CO-OPERATIVE  EDUCATION 

Putting  Oemoc;.cy  in  Business  Education,  0  30 
We  Utilized  Our  Community's  Business  Resources, 

S  29 

You  Can  Have  a  Christmas  Training  Program,  D  9 

DISTRIBUTIVE  EDUCATION  (see  alto:  Teaching 
Aids) 

You  Can  Have  a  Christmas  Training  Program,  D  9 

ECONOMICS  (see  also:  Teaching  Aids) 

To  Teach  Fcortomk.  Literecy  Use  News  Items,  S  26 
EQUIPMENT  (Listings  here  include  only  items  men¬ 
tioned  in  the  monthly  "New  Business  Equip¬ 
ment"  section  and  in  the  Special  Equipment 
Guide  in  the  March  issue.) 

Adding  machines,  full  keyboard,  S  4B,  Ja  40, 
Mr  16 

Adding  machines,  ten-key,  S  4B,  Ja  40,  Mr  17 

Bookkeeping  machines,  Mr  19 

Calculators,  key-driven,  Mr  20 

Calculators,  printing,  Mr  20 

Calculators,  rotary,  O  4B,  Mr  20 

Ctiairs,  Mr  22 

Copyholders,  Mr  24 

Desks,  N  44,  F  40,  Mr  26 

Dictating  m^incs,  D  5,  F  40,  Mr  31 

Duplicators,  fluid,  Mr  34,  Ap  46 

Duplicators,  stencil,  F  40,  Mr  37 

Paper  folder  N  44 

Phorwgraph,  S  48 

Projectors,  overhead,  N  44,  D  5,  Ja  40,  F  40, 

My  44 

Projectors,  filmstrip,  0  48 

Projectors,  rrwtion  picture,  My  44 

Projectors,  slide,  Ap  46 

Public  address  systems,  S  48,  Ja  40,  Ap  46 

Stapler,  S  48 

Tape  recorders,  0  48,  N  44,  Mr  38,  My  44 
Teaching  machines,  O  48,  Ja  40 
Typewriters,  electric,  N  44,  D  5,  Mr  39,  My  44 
Typewriters,  manual,  D  5,  F  40,  Mr  41,  My  44 
GENERAL  BUSINESS  (tee  abe:  Teaching  Aids) 
Beatniks,  lnsurar>ce  and  All  TTiat  Jazz,  D  22 
How  Do  You  Staixj  Finruicially,  D  28 
Let's  TEACH  Income  Tax,  F  16 
Students  Can  Make  Themselves  Intelligent  Con¬ 
sumers,  S  31 

To  Teach  Economic  Literacy,  Use  News  Items, 

S  26 

GRADUATE  BUSINESS  EDUCATION 

Don't  Overlook  the  Business  College,  O  16 
Is  College  Teaching  for  You,  F  7 
Teachers  on  a  Merry- (So- Round,  O  13 
What  Constitutes  the  Best  Master's  Degree  Pro¬ 
gram,  D  14 

GREGG,  JOHN  ROBERT:  The  Man  and  His  Work 
Work  (a  four-part  series  appearing  in  Ja,  F,  Ap, 
My) 

GUIDANCE  (see  also:  Teaching  Aids;  Vocational 
Guidance) 

Don't  Overlook  ttie  Business  College,  O  16 
Let's  Teach  the  Skill  of  Or?^ization,  Ja  4 
We  Can  Encourage  Personality  Development,  0  9 

JUNIOR  HIGH  SCHOOL 

All  Ninth  Graders  Should  Take  Personal-Use 
Typing,  0  29 

Keep  Calm  and  Compose,  0  10 
Ninth-Carade  Academic  Students  Learn  Notehand, 
Ju  7 

LARGE  CLASSES 

95  Students  Learn  to  Type  in  Ore  Room,  S  19 
We  Taught  Beginning  Typing  to  a  Class  of  125, 

F  10 

MODERN  PUNNING 
At  Del  Mar  College,  S  22 
In  a  Long  Island  High  School,  Ja  22 
MULTIPLE  CUSSES 

Problem  Clinic  Suggested  Solutions,  O  5,  N  7 
Teaching  Typirig  and  Shorthartd  in  the  Same  Room 
at  the  S«ne  Time,  Ja  14 

NOTEHAND 

Ninth  Grade  Academic  Students  Learn  Notehand, 
Ju  7 


OFFICE  PRACTICE  (see  also:  Teaching  Aids) 

Bulletin  Boards  for  Secretarial  Training  Class, 

N  30,  Ap  28 

Job  Hints  for  Your  Students,  Ja  16 
Problem  Clinic  (Bibliography  Request)  Ja  3;  Sug¬ 
gested  Solutions,  Mr  50,  Ap  1 1 
Provide  Realistic  Situatiorw  for  Your  Future  Sec¬ 
retaries,  F  14 

Teaching  the  Cofect  Placement  of  longer 
Letters,  D  4 

Volunteer  for  School  Paper,  Business  Teacher 
Recommends,  D  23 

Why  Should  I  Consider  Your  Letter  of  Applica¬ 
tion,  Ju  21 

We  Can  Encourage  Personality  Development,  0  9 
We  Must  Increase  Proficiency  on  Calculating 
Machines,  D  12 

We  Set  Up  a  Dictation  Lab  for  52(X),  N  18 
We  Utilize  Our  Community  s  Business  Resources, 

S  29 

PROBLEM  CLINIC  (a  monthly  feature) 

Classroom  Facilities  (Suggested  Solution)  05,  N  7 
Failir>g  Students  Ja  3;  Suggested  Solution  Ap  6 
Minority  Groups,  Suggested  Solution,  S  6 
Minority  (koups.  Problem  Restated,  Ap  5 
Multiple  Class,  Suggested  Solution,  05,  N  7 
Poor  Students,  Ju  3 

Secretarial  Bibliography,  Ja  3;  Suggested  Solu¬ 
tions,  Mr  so,  Ap  1) 

Shorthand  Dro^its,  Ju  3 
Typewriting,  Manual  to  Electric,  My  5 
Typewriting,  Errors,  My  5 
PROGRAMED  TEACHING 
Putting  the  Teaching  AAachine  on  Paper,  Ap  13 
A  Teaching  Machine  Program  in  Business  Math, 
My  16 

PUBLIC  RELATIONS 

Boosting  Business  Courses,  My  13 
Putting  Democracy  to  Work  in  Business  Educa¬ 
tion,  O  30 

Sell  Your  Department  Through  Demonstrations 
and  Skits,  N  15 

Sell  Your  Department  Through  Your  Personal 
Example,  N  17 
SCHOOL  FACILITIES 

Modern  Planning  at  Del  AAar  College,  S  22 
Modem  Plaisning  in  a  Long  Island  High  School, 
Ja  22 

SHORTHAND  AND  TRANSCRIPTION  (tee  abo: 
Office  Practice;  Teachii^  Aids) 

An  Approach  to  Trarweription,  Ap  21 
The  Daily  Lesson  Plan  in  Beginning  Stiorthand, 
S  15,  0  19 

Develop  Good  Spellers  with  this  Transcription 
Plan,  My  22 

Don't  Just  Teach  ShortharxJ — Use  It,  N  31 
For  an  "A"  Think  of  the  Half  Crown,  Ju  10 
(Sregg,  John  R.:  The  Man  arKi  His  Work,  TTie 
Sa^  of  (Sregg  Shorthand,  (a  four-part  series 
appearing  in  Ja,  F,  Ap,  My) 

How  One  Student  Taught  Himself  Shortfiand,  S  11 
How  to  Build  Skill  in  Second  Semester  Shorthand, 
F  23 

Ninth  Grade  Academic  Students  Learn  Notehand, 
Ju  7 

Rx  for  Effective  ShortharxJ  Teaching  (a  ten-part 
series  appearing  monthly) 

T)ie  Saga  of  Gregg  Shorthand  (a  four-part  series 
appearing  in  Ja,  F,  Ap,  My) 

Shorttiand  Comer  (a  monthly  column) 

Strategy  for  Secorxi  Senoester  Shorthand,  Ja  25 
Student  Self- Appraisal  in  Transcription,  Ju  23 
Teaching  Typing  and  Shorthand  in  the  Same  Room 
at  the  Same  Time,  Ja  14 
Testing  and  Grading  in  Beginning  Shortfiand, 
N  25 

Tests  and  Grades  in  SecorxJ  Semester  Shorthand, 

Mr  43 

Transcription  Planning,  My  26 
Understanding  Your  ^orthand  Teaching  Tools, 
D  17 

We  Set  Up  a  Dictation  Lab  for  $200,  N  IB 


38 


BUSINESS  EDUCATION  WORLD 


Subject  Index  to  Volume  41,  September  1960-June  1961 


ADMINISTRATION 

How  Detroit  Schools  Handle  Typewriter  Repairs, 

Mr  14 

Let's  Go  After  the  Equipment  We  Need,  Mr  10 
BULLETIN  BOARDS  (tee  alto:  Teachii^  Aids) 
Bulletin  Boards  for  Secretarial  Training  Classes, 

N  30,  Ap  2B 

BOOKKEEPING  (tee  alto:  TeacbiM  AMt) 

How  Do  You  Stand  Finaocially,  D  2B 

How  to  Grade  Practice  Sets,  O  27 

How  to  Introduce  Arithmetic  in  Bookkeeping, 

O  32 

How  to  Teach  Deferred  ar>d  Accrued  Items,  D  25 

How  to  Teach  Depreciation,  N  2S 

How  to  Teach  the  Profit  and  Loss  Statement, 

Ja  IB 

How  to  Teach  Sales  Returns  and  Discounts,  S  32 
Let's  TEACH  Income  Tax,  F  16 
Simplify  Bookkeeping  for  Your  Slower 
Learners,  F  12 

Teaching  the  Fundamental  Elements  of  Book¬ 
keeping  (a  series  appearing  in  S,  0,  N,  D,  Ja) 
To  Help  Yow  Bookkeeping  Students-^Jse  Basic 
Concepts,  Ju  16 

BUSINESS  ARITHMETIC  (tee  ahe:  Teachiag  Aids) 

A  Teaching  Machine  Program  in  Busirress  Math, 
My  16 

BUSINESS  EDUCATION  ((Seneral  and  Cemcelum) 
(see  also:  Peblic  Relatieas;  Teachers  and 
Teaching) 

Boosting  Business  Courses,  My  13 

Business  Education  Problems  in  a  New  Decade, 

S  21 

The  Future  of  Business  Education  Depends  on  You, 

Ja  13 

How  Can  we  Stimulate  Bright  Students  to  Take 
Our  Courses,  N  20 

Is  Business  Education  Vocational  Education,  Ap  19 
Puttir^  Democracy  to  Work  in  Business  Educ- 
cation,  O  30 

We  Must  Increase  Proficiency  on  Calculating 
Machirres,  D  12 

You  Can  Solve  Persistent  Problems  with  a  Business 
Exploratory  Course,  My  24 
BUSINESS  ENGLISH  (see  abo:  Teaching  Aids) 
i>-v3lop  (Sood  Spellers  with  This  Transcription 
Plan,  My  22 

Teach  Spellirtg  at  the  Typewriter,  My  22 
This  Business  of  Teaching  English,  Ja  29 
BUSINESS  LAW  (see  also:  Teaching  Aids) 

Anatomy  of  a  Mock  Trial,  D  30 
CLASSROOM  FACILITIES 

Modem  Planning  at  Del  Mar  College,  S  22 
Modem  Planning  in  a  Long  Island  High  School, 
Ja22 

95  Students  Learn  Typing  in  One  Room,  S  19 
Problem  Clinic  (Multiple  Class)  Suggested  Solu¬ 
tions,  O  5,  N  7 

Teaching  Typing  and  Shortharrd  in  the  Same  Room 
at  the  Sarw  Time,  Ja  14 
We  Set  Up  a  Dictation  Lab  for  $200,  N  IB 
We  Taught  Beginning  Typewriting  to  a  Class 
of  125,  F  10 

COLLEGE  (sec  also:  Graduate  Business  Education; 
Guidance) 

Don't  Overlook  tfie  Business  College,  0  16 
Is  College  Teaci'ing  for  You,  F  7 
COMMUNITY  RELATIONS 
Boosting  Business  Courses,  My  13 
Putting  Democracy  in  Business  Education,  O  30 
Sell  Your  Department  Through  Demonstrations 
and  Skits,  N  15 

Sell  Your  Department  Through  Your  Personal 
Example,  N  17 

We  Set  Up  an  Economical  Typing  Class  for 
Adults,  Ju  15 
COMMUNITY  RESOURCES 
We  Utilized  Our  Communit/s  Business  Resources 

S  29 

CONSUMER  ECONOMICS  (see  abe:  Teaching  Aids) 
Students  Can  Make  Themselves  Intelligent  Con- 
S'jmers,  5  31 


CO-OPERATIVE  EDUCATION 

Putting  Oemoc;.cy  in  Business  Education,  0  30 
We  Utilized  Our  Community's  Business  Resources, 

S  29 

You  Can  Have  a  Christmas  Training  Program,  D  9 

DISTRIBUTIVE  EDUCATION  (see  alto:  Teaching 
Aids) 

You  Can  Have  a  Christmas  Training  Program,  D  9 

ECONOMICS  (see  also:  Teaching  Aids) 

To  Teach  Fcortomk.  Literecy  Use  News  Items,  S  26 
EQUIPMENT  (Listings  here  include  only  items  men¬ 
tioned  in  the  monthly  "New  Business  Equip¬ 
ment"  section  and  in  the  Special  Equipment 
Guide  in  the  March  issue.) 

Adding  machines,  full  keyboard,  S  4B,  Ja  40, 
Mr  16 

Adding  machines,  ten-key,  S  4B,  Ja  40,  Mr  17 

Bookkeeping  machines,  Mr  19 

Calculators,  key-driven,  Mr  20 

Calculators,  printing,  Mr  20 

Calculators,  rotary,  O  4B,  Mr  20 

Ctiairs,  Mr  22 

Copyholders,  Mr  24 

Desks,  N  44,  F  40,  Mr  26 

Dictating  m^incs,  D  5,  F  40,  Mr  31 

Duplicators,  fluid,  Mr  34,  Ap  46 

Duplicators,  stencil,  F  40,  Mr  37 

Paper  folder  N  44 

Phorwgraph,  S  48 

Projectors,  overhead,  N  44,  D  5,  Ja  40,  F  40, 

My  44 

Projectors,  filmstrip,  0  48 

Projectors,  rrwtion  picture,  My  44 

Projectors,  slide,  Ap  46 

Public  address  systems,  S  48,  Ja  40,  Ap  46 

Stapler,  S  48 

Tape  recorders,  0  48,  N  44,  Mr  38,  My  44 
Teaching  machines,  O  48,  Ja  40 
Typewriters,  electric,  N  44,  D  5,  Mr  39,  My  44 
Typewriters,  manual,  D  5,  F  40,  Mr  41,  My  44 
GENERAL  BUSINESS  (tee  abe:  Teaching  Aids) 
Beatniks,  lnsurar>ce  and  All  TTiat  Jazz,  D  22 
How  Do  You  Staixj  Finruicially,  D  28 
Let's  TEACH  Income  Tax,  F  16 
Students  Can  Make  Themselves  Intelligent  Con¬ 
sumers,  S  31 

To  Teach  Economic  Literacy,  Use  News  Items, 

S  26 

GRADUATE  BUSINESS  EDUCATION 

Don't  Overlook  the  Business  College,  O  16 
Is  College  Teaching  for  You,  F  7 
Teachers  on  a  Merry- (So- Round,  O  13 
What  Constitutes  the  Best  Master's  Degree  Pro¬ 
gram,  D  14 

GREGG,  JOHN  ROBERT:  The  Man  and  His  Work 
Work  (a  four-part  series  appearing  in  Ja,  F,  Ap, 
My) 

GUIDANCE  (see  also:  Teaching  Aids;  Vocational 
Guidance) 

Don't  Overlook  ttie  Business  College,  O  16 
Let's  Teach  the  Skill  of  Or?^ization,  Ja  4 
We  Can  Encourage  Personality  Development,  0  9 

JUNIOR  HIGH  SCHOOL 

All  Ninth  Graders  Should  Take  Personal-Use 
Typing,  0  29 

Keep  Calm  and  Compose,  0  10 
Ninth-Carade  Academic  Students  Learn  Notehand, 
Ju  7 

LARGE  CLASSES 

95  Students  Learn  to  Type  in  Ore  Room,  S  19 
We  Taught  Beginning  Typing  to  a  Class  of  125, 

F  10 

MODERN  PUNNING 
At  Del  Mar  College,  S  22 
In  a  Long  Island  High  School,  Ja  22 
MULTIPLE  CUSSES 

Problem  Clinic  Suggested  Solutions,  O  5,  N  7 
Teaching  Typirig  and  Shorthartd  in  the  Same  Room 
at  the  S«ne  Time,  Ja  14 

NOTEHAND 

Ninth  Grade  Academic  Students  Learn  Notehand, 
Ju  7 


OFFICE  PRACTICE  (see  also:  Teaching  Aids) 

Bulletin  Boards  for  Secretarial  Training  Class, 

N  30,  Ap  28 

Job  Hints  for  Your  Students,  Ja  16 
Problem  Clinic  (Bibliography  Request)  Ja  3;  Sug¬ 
gested  Solutions,  Mr  50,  Ap  1 1 
Provide  Realistic  Situatiorw  for  Your  Future  Sec¬ 
retaries,  F  14 

Teaching  the  Cofect  Placement  of  longer 
Letters,  D  4 

Volunteer  for  School  Paper,  Business  Teacher 
Recommends,  D  23 

Why  Should  I  Consider  Your  Letter  of  Applica¬ 
tion,  Ju  21 

We  Can  Encourage  Personality  Development,  0  9 
We  Must  Increase  Proficiency  on  Calculating 
Machines,  D  12 

We  Set  Up  a  Dictation  Lab  for  52(X),  N  18 
We  Utilize  Our  Community  s  Business  Resources, 

S  29 

PROBLEM  CLINIC  (a  monthly  feature) 

Classroom  Facilities  (Suggested  Solution)  05,  N  7 
Failir>g  Students  Ja  3;  Suggested  Solution  Ap  6 
Minority  Groups,  Suggested  Solution,  S  6 
Minority  (koups.  Problem  Restated,  Ap  5 
Multiple  Class,  Suggested  Solution,  05,  N  7 
Poor  Students,  Ju  3 

Secretarial  Bibliography,  Ja  3;  Suggested  Solu¬ 
tions,  Mr  so,  Ap  1) 

Shorthand  Dro^its,  Ju  3 
Typewriting,  Manual  to  Electric,  My  5 
Typewriting,  Errors,  My  5 
PROGRAMED  TEACHING 
Putting  the  Teaching  AAachine  on  Paper,  Ap  13 
A  Teaching  Machine  Program  in  Business  Math, 
My  16 

PUBLIC  RELATIONS 

Boosting  Business  Courses,  My  13 
Putting  Democracy  to  Work  in  Business  Educa¬ 
tion,  O  30 

Sell  Your  Department  Through  Demonstrations 
and  Skits,  N  15 

Sell  Your  Department  Through  Your  Personal 
Example,  N  17 
SCHOOL  FACILITIES 

Modern  Planning  at  Del  AAar  College,  S  22 
Modem  Plaisning  in  a  Long  Island  High  School, 
Ja  22 

SHORTHAND  AND  TRANSCRIPTION  (tee  abo: 
Office  Practice;  Teachii^  Aids) 

An  Approach  to  Trarweription,  Ap  21 
The  Daily  Lesson  Plan  in  Beginning  Stiorthand, 
S  15,  0  19 

Develop  Good  Spellers  with  this  Transcription 
Plan,  My  22 

Don't  Just  Teach  ShortharxJ — Use  It,  N  31 
For  an  "A"  Think  of  the  Half  Crown,  Ju  10 
(Sregg,  John  R.:  The  Man  arKi  His  Work,  TTie 
Sa^  of  (Sregg  Shorthand,  (a  four-part  series 
appearing  in  Ja,  F,  Ap,  My) 

How  One  Student  Taught  Himself  Shortfiand,  S  11 
How  to  Build  Skill  in  Second  Semester  Shorthand, 
F  23 

Ninth  Grade  Academic  Students  Learn  Notehand, 
Ju  7 

Rx  for  Effective  ShortharxJ  Teaching  (a  ten-part 
series  appearing  monthly) 

T)ie  Saga  of  Gregg  Shorthand  (a  four-part  series 
appearing  in  Ja,  F,  Ap,  My) 

Shorttiand  Comer  (a  monthly  column) 

Strategy  for  Secorxi  Senoester  Shorthand,  Ja  25 
Student  Self- Appraisal  in  Transcription,  Ju  23 
Teaching  Typing  and  Shorthand  in  the  Same  Room 
at  the  Same  Time,  Ja  14 
Testing  and  Grading  in  Beginning  Shortfiand, 
N  25 

Tests  and  Grades  in  SecorxJ  Semester  Shorthand, 

Mr  43 

Transcription  Planning,  My  26 
Understanding  Your  ^orthand  Teaching  Tools, 
D  17 

We  Set  Up  a  Dictation  Lab  for  $200,  N  IB 


38 


BUSINESS  EDUCATION  WORLD 


BUSINESS  EDUCATION  WORLD 


(Author  Index  on  next  page) 


STUDENTS 

How  C*n  We  Meet  the  College-Bound  Student's 
Typing  Needs,  My  7  . 

How  Can  We  Stimulate  Bright  Students  to  Take 
Our  Courses,  N  20 
Let's  "Learn"  Our  Students,  O  35 
Problem  Ciirilc,  Failing  Students,  Ja  3;  Suggested 
Solution,  Ap  6 

Problem  Clinic,  Minority  Groups,  Suggested  Solu¬ 
tion,  S  6;  Problem  Restated,  Ap  5 
Problem  Clinic,  Poor  Students,  Ju  3 
Simplify  Bookkeeping  for  Your  Slower  Learners, 
F  12 

Typing  Is  Good  Therapy  for  the  Handicapped, 
Ap  20 

We  Can  Encourage  Personality  Development,  O  9 
What  Happens  to  the  Reluctant  Learners,  Ja  II 
You  Can  Solve  Persistent  Problems  with  a  Busi¬ 
ness  Exploratory  Course,  My  24 

TEACHERS  AND  TEACHING  (see  ahe:  Graduate 
Busineu  Education) 

Don't  Just  Teach  ShortharuJ — Use  It,  N  31 
Don't  Make  Night  School  a  Stepchild,  N  24 
For  an  "A"  Think  of  the  Half  Crown,  Ju  10 
The  Future  of  Business  Education  Depends  on 
You,  Js13 

Hints  for  Saving  Time  arxJ  Money,  Mr  6 
How  Do  You  Stand  Financially,  D  21 
Is  College  Teaching  for  You,  F  7 
Just  Between  Us  (a  monthly  column) 

Let's  Go  After  the  Equipment  We  Need,  Mr  10 
Let's  "Learn"  Our  Students,  0  35 
Problem  Clinic,  Minority  Groups,  Suggested  Solu¬ 
tion,  S  6;  Problem  Restated,  Ap  5 
Te.xhers  on  a  Merry-Go-Round,  O  13 
Volunteer  for  School  Paper,  Business  Teacher 
Recommends,  D  23 

What  Determines  Your  View  of  the  Class,  F  29 
What  Happer>ed  After  the  Phone  Rang,  N  22 
When  They  Let  You  Go,  5  35 
Wtiy  Write  for  Professional  Publications.  Ja  12 
TEACHING  AIDS  (TTiit  list  iacludcs  only  items 
mentioned  in  the  monthly  column.) 
BOOKKEEPING 
Accounting  materials,  Ap  3S 
Accounting  opportunities,  Mr  48 
CPA  film,  0  38 
Math  careers,  N  36 
BULLETIN  BOARDS 
Bulletin  boards.  My  40 
Classroom  techniques,  O  38 
Secretarial  posters.  My  40 
BUSINESS  ENGLISH 
Blackboard  spinner,  F  32 
Business  English,  O  39 
CorrespoTKtence  projects,  Ju  33 
Data  guides,  F  32 
English  aids,  D  35 
Monographs,  D  35 
CONSUMER  ECONOMICS 
Banking  booklets,  Mr  48 
Budget  Booklet,  Ju  33 
Consumer  credit,  Ap  39 
Consumer  film,  Ja  32 
Credit  manual,  Ju  33 
Credit  teaching,  F  33 
Money  and  banking,  Ju  33 
Money  management,  Ap  38 
Thrift  materials,  Ap  38 
DISTRIBUTIVE  EDUCATION 
Effective  practices,  0  34 
Merchandise  information,  Ap  38 
Retailing  letter,  D  34 
Retailing  filmstrip,  Ja  32 
Sales  training.  My  40 
ECONOMICS 
Economic  careers,  N  36 
Economic  chart,  D  34 
Ecorwmic  eilucation,  F  32, 33 
Econcmic  manual,  Ju  33 
Economic  newsletter,  Ja  32 
Free  enterprise,  O  38 


TEACHING  AIDS  (continued) 

FILMS 

DPE  publications.  Ju  32 
Film  catalog,  S  39,  O  39 
Film  ideas,  N  36 
Film  viewing,  F  33 
Insurance  handbook,  Ap  38 
GENERAL 

Blackboard  spinner,  F  32 
Education  crisis,  Ja  32 
Gifted  students.  My  40 
(^ade  twins,  Ap  39 
Source  book,  N  36 
GM  aids,  0  39 

Government  publications,  O  38 
Visual  aids,  F  32 
GENERAL  BUSINESS 
Advertising  bibliography,  Ap  39 
Alaska  map,  O  39 
Banking  b^lets,  Mr  48 
Business  dictionary,  Ju  32 
Business  management,  N  36 
Checkwriting  manual,  Ap  39 
Conservation  guides.  Ju  32 
Constitution  bookiet,  O  38 
Co-op  information,  Mr  48 
Data  guides,  F  32 
Education  crisis,  Ja  32 
Enrichment  records,  N  36 
Family  finance.  My  40 
Federal  Reserve,  Ap  39 
Fiber  facts.  Ja  32 
Ford  Foundation,  S  39 
Free  enterprise,  O  38 
Friendship  map,  F  32 
Government  organization,  N  36 
Insurance  handbook,  Ap38 
Insurance  manual.  My  40 
Insurance  samples,  O  38 
Management  film,  O  39 
Mortey  and  banking,  Ju  33 
Money  booklet,  S  39 
Money  filmstrip,  Ap  38 
Money  management  Ap  38 
Oil  bcxjklet,  S  39 
Paper  kit.  My  40 
Petroleum  materials,  O  39 
Study  guides,  F  33 
Tapes  catalog,  D  35 
Thrift  materials,  Ap  38 
T ravel  materials,  S  39 
T ravel  posters,  F  33 
United  Nations,  Mr  48 
World  affairs,  Mr  48 
GUIDANCE 

Classroom  techniques,  O  38 
Guidance  materials.  My  40 
MATHEMATICS 
Math  careers,  N  36,  D  35,  Ja  32 
OFFICE  PRACTICE 
Bulletin  service,  D  34 
Correspondence  projects,  Ju  33 
Duplicating  film,  N  36 
Eraser  samples,  O  39 
Filing  manual  Ju  32 
Filir>g  suggestions,  Mr  48 
History  of  calculators,  Ju  33 
Management  film,  0  39 
Office  layout,  N  36 
Office  practice,  D  35,  Ju  33 
Office  publication,  Mr  48 
Paper  samples,  O  38 
Secretarial  handbook,  Mr  48 
Secretarial  sclerKe,  F  33 
Stencil  duplicating,  O  39 
SHORTHAND 
Blackboard  spinner,  F  32 
Data  guides,  F  32 
Dictation  records,  D  35 
Secretarial  handbook,  Mr  48  , 

Secretarial  pwters.  My  40 
Secretarial  science,  F  33  '  ^  J 


TEACHING  AIDS  (coutinued) 
SHORTHAND  (coutinued) 

Secretarial  success,  Ju  32 
Shorthand  guide,  O  38 
Shorthand  recordings,  D  35 
Speed  chart,  Ap  38 
Stenographic  bibliography,  Ap  39 
Stenographic  mar.ual,  D  34 
TEACHERS  AND  TEACHING 
Classroom  techniques,  O  38 
Conducting  meetings,  D  35 
Education  films,  F  32 
Ford  Foundation,  S  39 
Gifted  students.  My  40 
Teacher  appraisal,  D  34 
Teaching  techniques,  Ja  32 
TYPEWRITING 


Artyping,  D  34 
AWm^ra^s,  D  35 
Speed  ctiart,  Ap  38 
TV  ^ing,  Ap  38 
Typing  interest,  Ja  32 
Typing  methods,  Ap  39 
Typing  kit,  Ap  39 
Typewriter  filmstrip,  S  39 
VOCATIONAL  GUIDANCE 
Accounting  opportunities,  Mr  48 
Advertising  careers,  Ap  38 
Career  finder,  F  32 
Consumer  finance  careers,  O  38 
CPA  film,  0  38 
DPE  publications,  Ju  32 
Economic  careers,  N  36 
Education  films,  F  32 
Industry  careers,  Ju  32 
Job  hunting,  S  39 
Job  opportunities.  Ju  32 
Law  careers,  Ju  33 
Math  careers,  N  36,  D  35,  Ja  32 
New  York  careers,  D  34 
(Dccupational  outlook,  D  34 
Study  guides,  F  33 
Summer  jobs,  Ju  32 
T apes  catalog,  D  35 
Teeing  careers,  Ja  32 
Teaching  information,  O  39 
Vocational  guidance,  F  32,  Mr  48 
TEACHING  MACHINES  (see;  Programed  Teaching) 
TYPEWRITING  (see  also:  Teaching  Aids) 

All  Ninth  Graders  Should  Take  Personal-Use 
Typing,  0  29 

Don't  Make  Night  School  a  Stepchild,  H  24 

Double  Students'  Typing  Power,  Nil 

Electric  Typing  (a  column  appearing  in  S,  N,  Ja, 

Mr,  My) 

How  Can  We  AAeet  the  College-Bound  Student's 
Typing  Needs,  My  7 

How  Detroit  Schools  Handle  Typewriter  Repairs, 


Mr  14 

Keep  Calm  and  Compose,  D  10 
Let's  Teach  the  Skill  of  Organization,  Ja  4 
95  Students  Learn  to  Type  in  One  Room,  8  19 
Problem  Clinic,  Change  from  Manual  to  Electric, 

My  5 

Problem  Clinic,  Errors,  My  5 
Teaching  the  Correct  Placement  of  Longer 
Letters,  D  4 

Teach  Spelling  at  the  Typewriter,  My  22 
Teaching  Typing  and  Shorthand  in  the  Same  Room 
at  the  Same  Time,  Ja  14 
Typing  is  Good  Therapy  for  the  Handicapped, 

Ap  20 

We  Set  Up  an  Economical  Typing  Course  for 
Adults,  Ju  15 

We  Taught  Beginning  Typing  to  a  Class  of  125, 
F  10 

VOCATIONAL  GUIDANCE  (see  also:  Guidance; 
Teaching  Aids) 

Job  Hints  for  Your  Stixtents,  Ja  16 
Why  Should  I  Consider  Your  Letter  of  Applica¬ 
tion,  Ju  21 


lUNE,  1961 


39 


Author  Index 

Volume  41,  September  1960-June  1961 
BUSINESS  EDUCATION  WORLD 


Ab«i,  Rotolyn  S.:  W«  T ought  Bogiitniog  Typing 
to  m  Cion  of  125,  F  10 
Atoocio,  Armando  R.:  Toaching  Typing  mnd 
Shorthand  In  tho  Samo  Room,  Jo  14 
Baldwin,  Woodrow  W.:  Soil  Your  Dopartmont 
Through  Your  Porsonal  Ixampio,  N  17 
Borbor,  Goorg#  P.:  Thh  Businou  of  Touching 
tnglhh,  Ja  29 

Bocknor,  Carolina:  Koop  Calm  mnd  Compota, 

D  10 

Boodo,  Ruth  C.:  Bullotin  Boards  tar  SoerotarM 
Training  Class,  N  SO,  Ap  2B 
Blocklodgo,  EHiol  Halo:  Don't  Just  Toaeh  Short¬ 
hand — Uso  It,  N  31 

Boylo,  Raymond  A.:  Lot's  TEACH  Ineomo  Tax, 

F  16 

Brophy,  John:  Aiodorn  Planning  In  a  Long  Island 
High  School,  Jo  22 

Brophy,  William  B.:  Prosonting  a  Human  Rota¬ 
tions  Program,  Ju  22 

Coschior,  Eioonor:  What  Happonod  Attar  tho 
Phono  Rang,  N  22 

Davit,  K.  EHzahoth:  Typing  Is  Good  Thorapy  for 
tho  Handicappod,  Ap  20 
Davit,  Vlolot:  Soil  Your  Dopartmont  Through 
Domonstratlons  and  Skits,  N  IS 
Dilloy,  David  R.:  Joh  Hints  tor  Your  Studonts, 
Ja  16;  To  Holp  Bookkooping  Studonts— Uso 
Basic  Concepts,  Ju  16 

DILoroto,  Antonotto:  Touch  Spoiling  at  tho 
Typowritor,  My  22 

Elonko,  I.  William:  Studonts  Mako  Thomsohos 
IntoUlgont  Consumors,  S  SI 
Faulknor,  Hatol:  Wo  Up  p  Dictation  Lah 
tor  5200,  N  IB 

Froomon,  M.  Horbort:  How  to  Tooch  Dotorrod 
and  Accruod  Items,  D  25;  How  to  Teach  Sales 
Returns  and  Sales  Discounts,  S  32 
Clffin,  Jomot  F.:  To  Touch  Economic  Utoracy 
Uso  Hows  Items,  S  26 

Gillotpio,  Karon  R.:  Putting  Democracy  to  Work 
In  Business  Education,  O  30 
Gottliob,  irvbtg  T.:  A  Business  Exploratory 
Course  Sofvot  Problems,  My  24 
Groan,  Hoion  H.:  Just  Between  Us  (a  monthly 
column) 

Grubbt,  Robort  L.:  Rx  tor  Ettoctho  Shorthand 
Teaching  (a  10-part  toriat  oppoarinp 
monthly) 

GuHirio,  Maori  R.:  Tho  future  at  Business 
Education  Depends  on  You,  Ja  13;  Lot's  Go 
Attor  tho  Equlprtront  Wo  Hood,  Mr  10 
Hapa,  Enoch  J.:  Simplify  Bookkooping  tar  Your 
Slowor  Learners,  F  12 

Hanna,  J  Martholl:  How  to  Teach  tho  ProtH 
and  Loss  Statonsont,  Ja  IB 
Hootharly,  Opal:  Wo  Sot  Up  an  Economical 
Typing  Cowrto  for  Adults,  Ju  IS 
Hoffmann,  Richard  A.:  Shorthand  Corner  (a 
monthly  column) 

Hotiar,  Ruttall  J.:  Mow  Ono  Student  Taught 
HImsoll  Shorthand,  S  11 
Huffman,  Harry:  Programing  a  Businou  Math 
Topic,  My  16;  Putting  tho  Teaching  Machine 
on  Paper,  Ap  13 

Jocobt,  Runoll:  95  Studonts  Learn  to  Typo  In 
Ono  Room,  S  19 

Johntfon,  Chottar:  Incrooto  Prolhloncy  on  Cal¬ 
culating  Machitros,  D  12 
Jorgonton,  ChoHotta:  tor  an  'A'  Think  of  tho 
Halt  Crown,  Ju  10 

Kahn,  Gllbart:  How  to  Grade  Practice  Sots, 
O  27 

Kiloy,  Morgarot  A.:  Lot's  Teach  tho  Skill  of 
Organisation,  Ja  4 

Krowltz,  Myron  J.:  What  Happens  to  the  Re¬ 
luctant  Learners,  Ju  IB 


Lonart,  Goorgo:  Stimulating  Bright  Students 
to  Take  Our  Courses,  N  20 
Latch,  Mrs.  G.  C.:  Modern  Planning  at  Del  .Mar 
College.  S  22 

Lowit,  Jane  Whlto:  Teaching  Aids  (a  monthly 
column) 

Uovd,  Alan  C.:  Boosting  Businou  Courses,  My 
13 

MoePhoo,  Barbara:  Wo  UtHIxe  Our  Com¬ 
munity's  Businou  Rotourcot,  S  29 
Mognatan,  Vomon  A.:  Don't  Overlook  the 
Bushteu  Coffoao,  O  16 

Mariotta,  E.  L.:  95  Students  Learn  to  Type  In 
One  Room,  S  19 

Martin,  Thomas  B.:  What  CorrstHutes  the  Best 
Matter's  Degree  Program,  D  14 
Mafhit,  Chariot  V.:  Hints  fw  Saving  Time  and 
Monoy,  Mr  6 

Motfod,  Mariorio:  Can  We  Meet  the  College- 
Bound  Studertfs  Typing  Heeds,  My  7 
MHham,  Goo  rat  E  .:  Don't  Make  Might  School  a 
Stepchild  N  24 

Millar,  Cho^  J.:  Wo  Sot  Up  a  Dictation  Lab 
lor  5200,  N  IB 

Mulkomo,  Donald  J.  O.:  It  College  Teaching 
lor  You,  t  7 

Porfcint,  Edward  A.,  Jr.:  Develop  Good  Spellers 
with  This  Transerlotlon  Plan,  My  22 
Phillipt,  John:  Beatniks,  Insurance  and  All 
Th^  Joss,  D  22 

Pollots,  EtHior  5.:  TaocMng  Corroct  Pfocomoitt 
of  Lonner  Letters.  D  4 

Raintv,  Bill  G.:  Why  Write  lor  Profottional 
Pub/icotlont,  Ju  12 

Rknoidton,  Joon:  Modem  Planning  at  Del  Mat 
Crdlege,  S  22 

Sairart,  Joan  O.:  Volunteer  lor  School  Paper, 
Badneu  Teacher  Rocommomfi,  D  23 
Sonbom,  Ruth  C.:  All  HInth-Graders  Should 
Take  Personal-Use  Typing,  O  29 
SoHow,  I.  David:  Mow  to  Introduce  Arithmetic 
In  Bookkeeping,  O  32 

Schwarts,  Dorothy  H.:  Teachers  an  a  Merry-Go- 
Round,  O  IS 

Soldon,  Willlom:  Businou  Education  Problems 
In  a  Hew  Decade,  S  20;  It  Business  Education 
Vocational  Education,  Ap  19 
Jnoffor,  Richard  G.:  We  Can  Encourage  Per- 
sonallty  Development,  O  9;  You  Can  Have  a 
Christmas  Training  Program,  D  9 
Stringer,  Ivon:  95  Students  Learn  to  Type  In 
One  Room,  5  19 

Symondt,  F.  Addington:  The  Saga  of  Gregg 
Shorthand,  Ja  7,  F  17,  1^  21,  My  25 
Thomas,  Ellh  R,:  Anofomy  of  a  Mock  Trial, 
0  SO 

Tfooco,  Moira:  Lets  "Loam"  Our  Students,  O  35 
Ullrich,  Rotomory  E.:  Provide  Realistic  SHua- 
tlons  for  Your  future  Secretaries,  F  14 
Untou,  Ruth:  Why  Should  I  ContMor  Your 
Letter  of  Application,  Ju  21 
Volontry,  Duono:  When  They  Let  You  Go,  S  35 
Von  Dorvoor,  Elizoboth  T.t  HInth-Grade  Aca¬ 
demic  Students  Loam  Hotehand,  Ju  7 
Whoio,  Lotlio  J.:  Mow  DetroH  Schools  Handle 
Typewriter  Repairs,  Mr  14 
White,  Jane  F.:  Teaching  Aids  (a  monthly 
column) 

Wlthorow,  Mary:  Double  Students'  Typing 
Power,  N  11;  What  Determines  Your  View 
of  the  Clou,  F  29 

Wood,  Marion:  Electric  Typing  (a  bi-monthly 
column  oppooring  In  5,  N,  Ja,  Mr,  My) 
Yoeyk,  Potor:  How  Do  You  Stand  financially, 
D  2B 


40 


BUSINESS  EDUCATION  WORLD 


